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Executive Officer, Office of 3pecial Operatioms 3 Januery 1351
Advisor for Management )
Logging and Accountability of Cables in the Office o' Special Operations

Memorandum from Bxecutive Offiver, 080, to Advisor lor Managezent, dated
12 Decenber 1350

1. An exemination of distribution, contrel amd desiruction procedures
employed in the handling of vea-iginated cables in the Office of
Specisl Operations was effacted by a member of my starf during the week
of 18 December 1950, While the stads was concerned with procedures for
handling Agency-originated zsbles, cognizance was taken of procedures fox
handling non-CIA cables and other inselligence documents when the same or
similar procedures were cmaloyed i Zhe control of these intelligence
docunents.

2. It was found that ssch Division snd Staff has established and
effects its own procedures, forms, and systems for the control and distri-
bution of cables and documents. Thus, one cable may be fully logged seven
times if copies of the cable are sent to seven divisitns or staffs of 0BO.
The pumber of logs, the musher and type of entries, the utilization of the
logs, and the muiber and kind of cdble files varied from division to
division. Also the cable wilwie varied considersbly. The designation ol
"aetion" end "information’ copies of CIA-originated cebles prompted different
handling in some instances. These muny variances have resulted in compli-
cated and time-comsuming poocedures “or document accountability in 030.

It would appear that substantial gains could be achieved by stendardization
of 080 document control procedures. ,

3. Proposals for the simplification and standardization of procedures
for handling CIA-origineted cebles resulting from this study sre attached
for your considerstion. It should be noted thet subgtantisl manpower savings
cannot be expected from standardization of only one segment of your docunent
control procedures. Hovever, the standardization which can be achieved should
prove of considerable operational valee to 080,

4. Bo sction will be taken regarding otber docuzent control procedures
employed in the Office of Special Operations until you request the study be
undertsken. It should be isdicated that & major mansgement study of 030
document control proceduret should include s like stady of similar procedures
wtilized by the Office of Policy Coordination ppd sheuld be related to the
document control procedures of other AGEfiEy offices. '

g ' T

5. A member of owr staff will be gvallsiiie to econfer with you the
proposed procedures for handling CIA-origimsted cables and to assist' ydw in
installing the procedure of your cheice;': Our forms design analyst wind”
render all possible assistance in the deaign aof needed forms.
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Propesals for Simplification of Procedures Emplayed in the
Distribution Receipt, Gomtrol amd Destruction of CIA-
originated Cables io the 0ffice of Specisl Operstions.

PROPOSAL A
1. Proposed Chapge

a. The Signal Center Envelope Receipt (CIA Form No, 35=-10) be
redesigned to provide additionsl space for log entries (& eszple is
attached). With this change, the initial emtries of "message ma’ and
"copy mos." by the Signal Conter will be subsequently utilized oy the
recipient Divis{fons and Stats.

b. A capy of Porm Bo, 5«10 be retalnsed by the sgntrol clerk of the
reciplent division and the sdditional. pertinent contr¢l information be
entered on the form for cach item licted.

¢. As each cable copy is destroyed or othervise releamsed frouw
division control, such action be recerded on the propesed forn,

2. Qisem;on

28, By use of the initial Bignal Jenter emtry as grt of the log,
& slight saving in loggirg time would reswlt iam recipient divisions.
However, time required to read the ¢acle, to identify the appropriate enivy
-and to record "log” informatiosm would remain unthanged.

b, The time-saving indfonted above night be offcet by edditiocnal
tine required in searching the records for location im’ormation. The
recipient divisions may be rauulred to retain as many &5 ten log sheet:
ver day rather than one shesit mow being asintalmed.

¢. In divisions, which meintais a single cable log for both CIA and
non~CIA cables, a new log would hava <0 be established.

3. Anticipeted Gains

8, A slight seving in logging tine et each divicitn or starr control
desk, probably no more than vnewhel? howr per day.

b. Standard procedwrs throughout 080 for logging wnd dispositicn of
ClA-originated cables,
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1. Proposed Change

a. The Signal Center at Lime of reeding the messapge for distribution
prepare a complete identification eat:y by whick message can be easlly
identified nod maintain such entries :ia appropriate cross-indexes.

b. 8ignal Center preparc a redesigned Envelcpe ﬁﬁe{:eip'b (GIA} Porm
No. 35-10) with eatries "Messoge 7 nmd "Copy wos.” completed in sulficient

copies to provide one for the reciplent divisioa.

¢. Recipient divisicn control clark retaln one copy of envelope
receipt indicating inmternal routing cpposite esch message musber.

4., At time of destruciion or othker disposition, division control
clerk enter action opposite entry on Form Ho. 35«10,

e. Signal Center perscnnsl provide reference service for ldentifica-
tion of messkges vhen "meassge nurber” is not khown.

2. Piscussion

a. The logglog of cables in ‘he recipient divisions would be reduced
by at least seventy-five per cent. Tae control work o cables would
be reduced by at least fifty per ceasi. BSince tbe larger forelgn divisions
enploy one clerk fulletime on cable aoatrol, this would result in one=
half mane-day saving per foreign division. However, the cable coatrol
clerk would be deprived of & written record of cable ldentification,
other then the nusber. Ixperieuce Bas shown that resgonsible clerks
feel they must have complete identificetion at their finger«tips to
perforam their Jjob adequately. Witk such reaction, it would be virtually
impossible to enforce the aboveedescribed procedure.

b. The establishment ¢ & crocaereference identification file in
Sigoal Center would require skout five sdditional emplvyees to prepare
the index and provide reference service. BNo delay in transmission need
result as indexing can be corpleted after distribution of copies.

3. Anticlpeted %xw

a. Reduction of approximstely one~half maneday of work in esch
forelign division vhich would be offset by incressed steff in the Bigne.

Center,
. Provision of e centrnl identification index.

L)
-l
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FROPOSAL ©
1. Proggmd ng

a. The Bignal Center distributors at time of reading messages for
distribution prepare the log entry with all reguired notations in the
same munber of copies as there are coples of the message, A copy
of the log entry will be affixed to the message and transmitted to the
recipient with the copy of the mecsage. '

b. 8ignel Center transmit mecsages with attached log entry to foreign
divisions by e simple epvelape number conmtrol,

c. The recipient division control clerk pull the log entry slip from
the message, indicate isternal vouting of the copy aml file the entry slip.

d. At time of diepesition, the control clerk pull the appropriate log
. slip and indicate final disposition.

2. Discussion

| & This procedure pres.upposes the use of & multipleecopy log
ailp, probably 3 by 5" in slze, siallar to docwment control slips of
0CD, The log In each place would %e a file of log entry slips.

_ b. The divisionsl centrol clerk would be relievefl of posting all

log eniries except for intra-divisional routing. At leest ome-hall man~dsy
of time per division would he seved. The clerk would retain e complete
ready reference to the message.

c. JThe Signal Center would requ.re sbout three afiditional positions
to permlit preperation of the log entries &nd to affix the entries to
the messages.

d. The tramsmission of the cebles to the division need not be delged
if the log entries are prepared concurreant with the typing and duplication
of the messages.

e. A uniform entry wuld exist valeh should perm it essier referenc
g cxing ul oh Fite & ez f*e%egcnge

 mepsages, Alse Signpl Center would hax
?flghgo messAges rece?mﬂ"%ﬁa%ch comld be cmagretez"emer& to the message
jtaelf,

3. Anticipated Gaisms
A, Opne-half manedey of time par division would be saved.

b. A net saving of two mane~dayc should result when Sigmal Center
increased staff is belanced egeinst Foreign divisions savings.
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LE ; would be provided

. A uniforz procedure sni cedie reference Tacility wo ; dded

0S¢ :rhich should eihancee operatiors erd facilitate idegtification and locs
tion of messages.

PROPOSAL D - Minor Chenges Posgible in Presept Procedure

, - or . 3 le recinients, which

: 1. Des of & standard log form for use of all cab 85 ;

would linit xmat of informetion to be wecorded, would cresie some uplformiiy
and provide & slight saving in tlue.

2. Direction thet only "acticn’ nessnges be idantifiet by aub.}ecf and
area, with all "information” messsges belnp Togged by mumber only might |
suffice Tor reference purpcses end would reduce the time enployed in this
procedure.

.
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